The USAJOBS Application Process

U.S5. OFFICE OF PERSONNEL MANAGEMENT

Ensuring the Federal Government has an effective civilian workforce




o

Setting Realistic Expectations

» Federal agencies hire the best and brightest, and getting a
Federal job is very competitive

» Economic conditions and excitement surrounding the new
Administration have resulted in a doubling of job applications

» Increase your chances of being hired by:

1. Carefully review job announcements to ensure you are
gualified

2. Give yourself enough time to complete the detailed process
Follow the application directions carefully

4. Sell yourself by being fully responsive to questions about
your qualifications — experience, knowledge, skills and
abilities


Presenter
Presentation Notes


In thinking about whether to explore federal employment it is very important to have realistic expectations. 



Federal agencies really need good people – and there are lots of opportunities for great positions, but these jobs are also very desirable.  Because of both the poor economy and the excitement that our new President has generated in public service and the important role government plays in our lives, the number of job applicants has doubled this past year and getting a position involves steep competition.

So, to increase your chance at getting a good federal job, you need to 

Research the job vacancies that are out there

Look on Web sites, including those of the agencies themselves.

Give yourself plenty of time to review the job announcement and prepare your application

Follow the instructions completely and carefully when you are completing your application.

Finally, sell yourself.  Make sure to put your best foot forward in terms of describing your qualifications and relevant experience


Finding Jobs:
USAJOBS.gov

"WORKING ™ FOR AMERICA™

 searchJobs | My usaoss | infocenter | veterans | Forms |

NEW TO USAJOBS!? » your caresr in the U.5. Government stars nere!
Explore the 76,677 Federal jobs In the USAJOBS database,

SEARCH)OBS

what (Job title, keywords) | Where: (City, State OR 2ip Code)

\_SEARCH » )
CREATE RESUME  _GREATE » )

Create and store a resume for applying
to Federal jobs. It's fast, and makes it
easier for an emplover to find you!

What did you do at your job today?

Discover an exciting job that mak n im !

AEE A B EE AARE RS BEE SRE R AEE LA R R SRR AR AR REEAEE PARE P B AR

FEATURED JOB FEATURED EMPLOYER

Deputy Director, RHRC US Forest Service - Working for the
Great Dutdoors

Focusing on

recruiting and e The Forest

retaining the r ; Service mEsion is

best and f C: captured by the

brightest at the "\ phrase Caring for

Rochovilie Human "a the Land and

Respurces Serving People.

Cantor
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Let’s take a look at USAJOBS.gov, the major jobs-related web page for permanent positions and jobs with the Federal Government, offering at any one time upwards of 70,000 job openings on its web page.



With USAJOBS, you can perform two basic functions: you can search for jobs of interest to you, or you can create up to 5 federal resumes.  These two functions are front and center on the USAJOBS home page.


Using USAJOB
Search for Jobs

afl | joly aite of Uha L)

KIMNG® FOR A HEFII!'

SEARCH BY:
Keyword
Location
Job Category
Salary Range
Pay Grade

.............. My USAJOBS
Basuz Search | Agency Se

ch | Seres Search | Adl

Keyword Search &

! (e.g.: Job Title, Agency NMame, Vﬂﬂmh\m

Location Search &
For multiple selections, hold down Ctrl (Command for Macs) while ¢

IL-Central Illinois
IL-Champaign-Urbana
IL-Chicago Metro area
IL-Cook county

IL-Danville v
FEATURED
Job Category Search & EMPLOYER
For multiple selections, hold down Ctrl (Command for Macs) while dicking sefections.
orking for the
Quality Assurance and Grading LGOS

Safety, Health, Physical and Resource Protection -
Social Science, Psychelogy, and Welfare U
Supply a
Trades and Labor A

\nr the Land ar
serving People

Pay Grade {GS) 2]

Salary Range &
OR from| ~=[to| =

frnml tnl

EXAMPLE:

Location =
Chicago

Job Category =
Social Science,
Psychology, and
Welfare

(for Economics)
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USAJOBS is designed to make your search for information on available positions as easy as possible.  



It allows you to search for jobs that will meet your interests and skills by keyword, by geographic location of the job, by job category – probably related to your major – and/or by salary or pay grade.



This search function helps you narrow in quickly…unless you want to scroll through the 70,000 jobs or so that are up on the site at any one time!


USAJOBS
Results

USAJOBS

“WORKING # FOR AMERICA"

-
Search Jobs

Refine Your Search

w Public or Status Jobs @

& public " Status

w Agency

Department Of Labor(29)
United States Army (1)

Closing

My USAJOBS

Search

HELP[Z]

USAJI0BS is the official job =site of the US Federal Gowvernment.
It's your one-stop source for Federal jobs and employment information.

Info Center Veterans

Employer Services

Basic Search | Agency Search | Series Search | Advanced Search | Senior Executive

Refine your search with additional keywords @

Save this =earch and email me jobs

|ecnnnmist illinois |

|[Radius =] (§ReFine )

Keyword Search Tips

Detailed View Brief Wiew

Results 1-30 of 30

Job Summary

» Job Category

FEATURED JOB

»_Supervisory Human
Eescurces Specialist

CTS is seeking a
talented, motivated,
experienced
supervisory HR

nrafaccinnal

10/23/2009 ECONOMIST

City

Postal Code

IShow Jobs Posted: Allj

Fage: [1] Page 1 of 1

Location Salary

$31,751.00+

Agency

US-VA-
Richmond

Labaor, Bureau of
Labor Statistics

Do you want more than just a 9-to-5 job? Would vou like to start yvour career with the
principal fact-finding agency in the field of labor economics and statistics? If =0, vou have

come to the right pl ... more
Vacancy Ann #: WAL153925-LMS
Who May Apply: Fublic

Pay Plan: G5-0110/05-07
Appointment Term: Permanent
Job Status: Full-Time
Opening Date: 10/24/2008
Salary Range:

- c -

10/23/2009 ECONOMIST

From $31,751.00 to $51,124.00 USD per year

P view Map Sawve job

US-GA-
Atlanta

Labor, Bureau of
Labor Statistics

$31,751.00+




Job Announcement:

Ov

#. % Join The Team
% -~ J US. Department of Labor

Department: Department Of Labor
Agency: Bureau of Labor Statistics

Job Announcement Number:
WA139762

Im Duties Qualifications & Evaluations Benefits & Other Info How to Apply

«+ Back to Search Results

ECONOMIST

SALARY RANGE: 30,386.00 - 48,933.00 USD per

year

SERIES & GRADE: Gs-0110-05/07
PROMOTION POTENTIAL: 12

WHO MAY BE CONSIDERED:
U.S. Citizens

JOB SUMMARY:
The Bureau of Labor Statistics (BLS) is the princ

Tip: Pay attention to when a job
closes

OPEN PERIOD: Monds,, sne 04, 2007
to Sunday, September 30, 2007

POSITION INFORMATION: Ful

Time Career/Career Conditional

DUTY LOCATIONS: multiple duty locations -
click here for more info

A vacancy announcement can represent
multiple hires and multiple locations
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When you click on the job, you get the actual vacancy announcement. 

It’s helpful to understand the anatomy of a vacancy announcement which has 5 parts.



The 5 parts or tabs are:



[CLICK]

Overview



[CLICK]

Duties



[CLICK]

Qualifications and Evaluation



[CLICK]

Benefits and Other Information



[CLICK]

How to Apply



This makes it easy to navigate around the job announcement.

Because these jobs are very competitive, careful reading of the announcement is strongly urged. 


Job Announcement:
Overview

Overview [ Dulies Qualifications & Evaluations Benefits & Other Info

=+ Back (o Search Results

ECONOMIST

SALARY RANGE: 30,385.00 - 48,933.00 USD per OPEN PERIOD: monday, June 04, 2007

year to Sunday, September 30, 2007

SERIES & GRADE: ss-0110-05/07 POSITION INFORMATION: rul
Time CareerfCareer Conditional

PROMOTION POTENTIAL: 12 DUTY LOCATIONS: muitiple duty
click here for more info

WHO MAY BE CONSIDERED:

1.8, Citizens

JOB SUMMARY:

The Bureau of Labor Statistics (BLS) is the principal fact-finding a
Government in the broad field of labor economics and statistics.
The BLS is an independent national statistical agency that collects, processes, an:

disseminates essential statistical data to the American public, the U.S. Congress,
Federal agencies, State and local governments, business, and labor.

Salary rates will vary depending on the geographical location of the vacancy. You
salary tables for a specific location at:

hap://www.opm.gov/oca/07tables/

JOB
SUMMARY

Summary of the
organization’s
mission and
iImpact, plus a
brief description
of the job and it’s
key requirements
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Start with the overview on the job announcement, which gives the basics of the job such as pay level, location of the job, the type of appointment and work schedule of the job and the deadline for applying.  The overview page also provides a little background on the agency. 


Job Announceme
Duties

Benefits & Other Info How to Appl

Chverview Qualifications & Evaluations

=+ Back to Search Resulis

ECONOMIST

Additional Duty Location Info: Few vacancies - Richmond, VA Few vacancies - Chicago
Metro area, IL Few vacancies - Indianapolis Metro area, IN Few vacancies - Detroit Metro area,
MI Few vacancies - Minneapolis, MN Few vacancies - St. Paul, MN Few vacancies - St. Louis
Metro area, MO Few vacancies - Kansas City Metro area, MO Few vacancies - Cleveland Metro
area, OH Few vacancies - Cincinnati Metro area, OH Few vacancies - Milwaukee Metro area, WI
Few vacancies - Phoenix, AZ Few vacancies - Denver, CO Few vacancies - Dallas, TX Few
vacancies - Houston Metro area, TX Few vacancies - Baltimore Metro area, MD Few vacancies -
Boston Metro area, MA Few vacancies - Essex & Union Counties, Nl Few vacancies - New York
City, NY Few vacancies - Philadelphia Metro area, PA Few vacancies - Pittsburgh Metro area, PA
Few vacancies - San Francisco County, CA Few vacancies - Orange County, CA Few vacancies -
Los Angeles County, CA Few vacancies - Washington, DC Few vacancies - Kansas City, KS Few
vacancies - Portland, OR Few vacancies - Seattle, WA Few vacancies - Atlanta, GA

MAJOR DUTIES: Top 4
This position is a professional Economist in the Bureau of Laber Statistics (BLS). The incumbents
receive assignments of a developmental nature, which are designed to prepare them for higher level
work as an Economist Incumbents receive specific assignments in a variety of directly or i=~ ctlu
collected BLS surveys. Typically, assignments will be designed to develop basic compd

collection, reporting and evaluation of data. There are three major statistical programs pr——
Price, Compensation, and Employment Statistics. Economists are responsible for the collection,
review, and compilation of data from either primary or secondary sources to support these programs.
Data are reviewed for accuracy and consistency at which time an analysis of the findings is
prepared. Results of the analysis may be in the form of internal reports, press releases, or articles

for publication.

DUTIES

Lists major duties
and responsibilities
of the position,
adding more detail
to the brief
overview
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Next is the information on Duties. This is an opportunity to look carefully at the duties of the job to see if this is work that sounds interesting to you – to see if it is something that sounds like a good fit for your education and training; a good fit for your level and previous work experience.  Our experience is that agencies usually spend a lot of time on this section and the qualifications section.  


Job Announcemen
Qualifications

f Overview T Duties

= Back to Search Results

Benefits & Other Info How to Apply

Qualifications & Evaluations

ECONOMIST

QUALIFICATIONS REQUIRED:

BASIC AND GS-5 QUALIFICATION REQUIREMENTS: The following are the basic requirements
for all Economist positions and serve as the qualification requirements at the GS-5 grade
level. All applicants must meet these basic gualifications.

. : = —— QUALIFICATIONS
All qualification requirements and academic claims must be met and verified prior to

appointment. Applications will be accepted from students who expect to complete qualifyi & EV AL U AT I O N
education within 9 months of the date of submitting their application.

A. Degree: economics, or in any related field that included at least 21 semester hours n I dentlfles Skl I IS and
economics and 3 semester hours in statistics, accounting, or calculus.

oR . experience needed for

the role and explains
B. Combination of education and experience-courses equivalent to a major in economics, as showr ) ) )
in A above, plus appropriate experience or additional education. hOW app | Ications wi | |

Examples of qualifying experience indude: be assessed

(1) Individual economic research assignments requiring planning, information assembly,
analysis and evaluation, conclusions and report preparation;

(2) Supervisory or project coordination assignments involving a staff of professional
economists, and requiring the evaluation and interpretation of economic information;
or
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Then look at the qualifications because these will give you important insight into precisely what background, training, and experience the agency is looking for in the person they hope to hire for the position.  The qualifications also provide important clues as to how your experience will be evaluated and how you will be reviewed if you choose to apply.  






Job Announceme
Benefits

Duties Qualifications & Evaluations Benefits & Other Info How to Apply

= fiack to Ssarch Results

ECONOMIST

BENEFITS:

The Federal government offers a number of exceptional benefits to its employees. The followina Weh

addresses are provided for your reference to explore the major benefits offered to most F:
employees,

Flexible Spending Accounts - The Federal Flexible Spending Accounts Program (FSAFed:
you to pay for certain health and dependent care expenses with pre-tax dollars. For inforr
visit: https://www fsafeds com/fsafeds/index.asp

Health Insurance - The Federal Employees Health Benefits Program of
For information visit: http://www.opm.gov/insure/health/index.asp

Leave - Most Federal employees earn both annual and sick leave. For additional informati

http://www.opm.gov/oca/leave/index.asp

Life Insurance - The Federal Employees' Group Life Insurance Program (FEGLI) offers: Ba:
Insurance plus three types of optional insurance, for additional information visit:

Long Term Care Insurance - The Federal Long Term Care Insurance Program (FLTCIP) provides
long term care insurance for Federal employees and their parents, parents-in-law, stepparents,

spouses, and adult children. For additional information visit: http: //www.Itcfeds.com/

BENEFITS &
OTHER INFO

Describes additional
elements of the
compensation package
or benefits associated
with the job

10
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The next tab gives you important information about benefits associated with federal employment and where the agency stands on these, in such areas as Flexible Spending Accounts, Health Insurance, Retirement, etc.




Job Announcemen
How to Apply

I

Benefits & Other Info How to Apply

Qualifications & Evaluations

«+ Back to Search Results

————— Provides step-by-step

To apply for this position, you must provide a complete Application Package, wt instructions on hOW to

the following parts: )
~— apply and may include

iInformation on how

2. Your résumé and any other documents specified in the Required Documents ! H :
S applicants will be

1. Your responses to the Assessment Questionnaire, and

— , _ _ assessed
Use Application Manager for convenience and quickest processing. Track your p
Complete Application Package using the My Application Packages checklist and status displays in
Application Manager. Your Application Package status must be Comp/ete by Sunday, September
30, 2007.

Option A: Application Manager
To begin, choose one of these options:

If your résumé is going to come from the USAJOBS Resume Builder, you begin the process by
clicking the Apply Oniine button near the bottom of this page. Your résumé will be attached only to

11
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Finally the last tab presents information on how to apply and the due date.  

Generally agencies require that applications be submitted electronically online, but there are some exceptions when applications may still be submitted on paper. 

Although it seems obvious, it is important to keep one’s eye on the due date for the application; from time to time, applicants miss the due date.  But agencies almost never make exceptions for late applications: late is late.




What happens after
you apply?

> After the closing date for applications, the agency evaluates
candidate qualifications

» From this assessment, the agency produces a list of qualified
candidates

» From the list of qualified applicants, agencies select candidates
for interviews

> At this point, agencies are like other organizations

v They conduct interviews and select the best candidate(s)
for the job

v Require background investigation or security clearance
following selection

12
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Audience Participation- Polling:  “Are you actively seeking a job at this time? “



Audience Participation- Polling:  “If so, are you seeking a full-time or part-time job.”



What happens after your application is submitted?  This slide gives a good overview of the process at most agencies.



The agency will review the applications and exclude those that are incomplete or not qualified for the position, according to the criteria they put in the job announcement.  

From the list of qualified candidates, agency officials choose candidates for interviews.  



As you can imagine, this process becomes very selective.  Interviews are like they would be for any other corporation or business, so taking the time to prepare, to search the Web site, to understand what the agency does and why and the issues it faces – all of these are valuable in impressing interviewers with your preparation for the interviews.  



Of course, you want to prepare a list of questions about the agency to ask, too.  An interview is a two way street: it is as important that you decide if the agency would be a good fit for your talents and interests as it is for the agency to decide whether your would be good for them.  The agency wants to know that you are the most qualified candidate as well as that you have a passion for their agency mission. 






USAJOBS.gov Online
Application Process

After selecting the job you’d like to apply for, there are several
steps in the online application process:

1. Create your federal resume
2. Answer the questions posed online, if applicable

3. Submit the complete application package by the stated
deadline (including college transcripts, veterans status
documents, etc.)

4. Prepare to wait
 Follow up with the appropriate agency contact to
Inquire about progress in hiring for the position if you
have not heard back within 4-6 weeks after the job
announcement closes

13
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Although these steps to follow in preparing and submitting a federal job application are relatively similar from agency to agency, there may be variations, too.  Hence paying attention to the instructions in the job announcement can be important.   ALL AGENCIES HAVE HIRING DIFFERENCES



Often applicants wonder if their application arrived and if all parts were complete.

Some agencies have automated online systems and hence they respond back to applicants by email virtually right away after a complete application is received.  Others do not have email responses, so the applicant may need to contact agency personnel in the Human Capital or Human Resources office to verify that your application was received. 



Don’t be afraid to make yourself known to the agency…it can have multiple benefits that make it well worth your time.  Usually the applications will not be looked at until the closing date occurs, but you can keep your contact informed about your interest and your status.


o

Create a USAJOBS
Account

® USAJOBS is the official job site of the United States Federal Government.
It's your one-stop source for Federal jobs and employmeant information.
‘WDRKING

FOR AMERICA"

mmmmm

Become a My USAJOBS member

Take control of your job search and career today!

Create your account now!

With your USAJOBS membership, you can:

Lag Me In!

* Post your resume online

Let recruiters contact you or keep your resume private,
Did

* Apply to Federal t job < i
Fiﬁdpj?:rubsyui v?;:t ggsegg;?u‘i? régursne in the right = Creatlng_ a USAJOBS
Account will enable you to

hands.
* Receive automated job alerts : : :
Create Job Agents for updates on the latest listing ;. Slgn Up tO receive JOb
alerts

14


Presenter
Presentation Notes
Here’s one more feature of USAJOBS that you may find helpful.  Notice that you can sign up to be notified when a job you are interested in is posted and becomes available online.  Also you may save up to five resumes, each customized for a different vacancy announcement, on this site.



Then you can apply if you are interested for a particular position without having to create a new resume for each job posting.  

Now we are turning to another major function available on USA Jobs – that of creating a federal resume on line.




Building a federal
resume online

Keep in Mind:
» Federal resumes require more detail
than standard resumes such as:

v Education and coursework levels

v' Dates and number of hours worked
per week

v" Location of position and supervisor
contact information
»You can create multiple resumes

»Creating a resume doesn't
eliminate the need to apply for a
job

15
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To complete a federal resume, you fill out an online form that includes six sections. It will ask you questions about your general information, work experience, education, references, relationships and desired locations. Federal resumes require more detail than standard resumes you might prepare for a corporate entity.  Much of this information is used not only to decide whether or not you are the right person for the job, but also to determine your grade level, should you be offered the job.



Be prepared to know supervisor contact information from your previous jobs, as well as start and end dates. Start collecting information early, such as coursework and work experience. The more information you have ahead of time, the faster you will create your resume.  



You want to answer the questions with ACTION VERBS like you would a regular resume, so instead of saying “filing” you would say “created a filing system.”  Most career centers offer lists of action verbs or you can find one online. 



NOTE* for all government jobs a minimal background check is completed, so they ask for specific information to do this check.  



Lily will be following up shortly to go into more details about how to make the most out of your resume






A Recap: Applying for
Jobs

» Plan ahead
Allow plenty of time to thoroughly complete your application

> Tailor your resume/application as needed
Always consider using a tailored application for each vacancy
you apply

» Sign up for job alerts

» Prepare for a wait

Don’t assume you have been rejected if you do not hear back
within weeks of submitting your application

> Follow-up with an agency
Contact the identified representative to learn the status of an
application or find out more about a job

16
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Let me briefly talk about a few other points relative to your application.

First, make sure you allow yourself sufficient time to put together a good application.  Writing the essays may take some time.  If you hurry, you may make mistakes that lower your chances for consideration or even that disqualify you.  The due dates stated in the vacancy announcement for submitting applications are rock solid…exceptions are not allowed and late applications – or incomplete applications! – will not be considered.

We recommend strongly that you selectively apply for positions.  Read the vacancy announcements carefully to make sure you understand the qualifications and experience that they are seeking.  And then apply for the jobs that you really are qualified for, taking the time to tailor your resume.

You also should be prepared for a wait until you hear back from an agency.  Federal agencies are working hard to streamline the application and hiring processes currently takes about 45 business days to hire, but sometimes there are hundreds of applicants for a position and it takes time for the agency to review and process an application.  Remember that most government positions are quite competitive, and agencies may have multiple review steps to go through as they narrow the applications down.  Another thing that can cause delays is the security clearance process.  Most agencies will make a job offer and await your answer before they perform a security clearance, but thereafter it may take 6 months or longer until that clearance is granted and you can actually start the job.  This can affect the job application deadline, too. 

We also strongly recommend that you “put yourself out there” after you submit your application, and contact – and keep in touch with – the agency.  Agency personnel may be able to expedite your interview process or provide additional information about the status of your application.  


o

Resources

> The Government’s main job Web site — lists thousands of job
vacancies across the nation and oversees:

v www.USAJOBS.qov

» Temporary jobs in the federal government that support agency
efforts to implement the American Recovery and Reinvestment Act :

v http://jobsearch.usajobs.gov/a9recoveryjobs.aspx

» Agency Web sites: visit the Web sites of agencies whose missions
Interest you (e.g. www.state.gov or www.treasury.gov)

» How to Land a Top Paying Federal Job, by Lily Whiteman: find
free advice and articles on landing federal jobs at this website
http://lwww.lGotTheJob.net

AARP 17 17
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Audience Participation- Polling:  “Have any of you ever heard of  USAJOBS.gov?  



Audience Participation - Polling: How many of you have actually visited USAJOBS.gov before?  





Numerous Web sites can be key tools in your job search.  This slide shows some we would recommend as great starting places. I will talk about each site momentarily. 





http://www.usajobs.gov/
http://jobsearch.usajobs.gov/a9recoveryjobs.aspx
http://www.state.gov/
http://www.treasury.gov/
http://www.igotthejob.net/
http://www.igotthejob.net/

Resources

> Partnership for Public Service, Best Places to Work in the
Federal Government: http://data.bestplacestowork.org/bptw

» AARP.org web site — Work: www.aarp.org/money/work

> AARP Real Relief/Skills Assessment/WorkSearch:
www.aarp.org/realrelief

18
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